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WML TEY TORY Aeting Deruty Mrecter (fdmin!stration)

THED ! Chief of Ad=inistrstien, 0/7

=g T t Survey Eerort of the _'m/arﬁm. 25X1A

le PHOTINN,  To peesvaluste Fersonnel type [/ positions witiiln 4 “4visien
wit:: 8 view towsrd deter=inings

a8« 1Ihe gppropriate loaetion, organisationally, for the must rconomic
end effiglient performance of essentisl “epsonnel functions, end

Le The minlmum mum:er of rrrsonnel asgbticsted to ‘o reQuired fur the
nerformence of zuch funotiomm.

25X1A9%a
2o FIOTE B APYTML M THY PROALOM,
2e ! mivniwum amoumt of time wes allotied for the survey of the ¥hA 25X1A%9a
25X1A inagmach er & “anagement ‘urvey weas mode v a
renn rendared by 54V in fpri) 1933,

lans, ‘esearch, and Jevelcrment Ztalf, end [N :ec--
ment, "fCicer, Fersonne) Offiee, .1i/A orovides tschnical nssistence
in the conduet of tnis study.

te The "urve Henort mede by ¥ in fort]l 1753 recommended gix nro-
exdural changes o reduce worklosd rmi curtail overtime. Thowgh
four of % exe Drocedures have besn iwplementad overtime work is
still) performed st & high rate,

25X9

Approved For Release 2001/07/28 : CIA-RDP78-04718A001000320044-9




- P

Approved For Release 2001/07/285 1pP78-04718A001000320044-9

Ireining Of7icer rosition.
3o LISCUST TOM,

se There is ne foresl fumetionsl and etrictaral pattern to the

25X1A I ¢ © “. The sswigned duties aret
(1) Treonsistent with the I/° slot eccupied.

(2) Terforwed by some iniividurls shifting from one ass'goment to
arother, resulting in {necusistent action, lsck of contimuivy
ard snvelved record keering.

(3) <ften revsonally serumed by the teting Chlef of the Seetion.

£ furtter indication of the unugusl manner in which the “ection
is staflfed, and the manner in which individuale syes performing
appsently wis-epsigned duties ie shoun in Tab A,

be %ork losde fer tha months of June, July, sand Awgust, 195) shown in
detail in Tabs B end O, indicate 2 total of 10 perconnel setions
for the period or en svynrsgs of Lé per month. in spalysis of
correspondence for the aere period was di7"ioult bterauee of the
conplexity of the records systere, but from the best deta eveilsble
indicsted a tote) of X cables, 57 dispetches snd 188 mevorendums,
This smounts % a monthly sversge of 10U cables, 17 dignctenes snd
62 memorunduss.

ce Uf the Lotal correapondence setions for the three montn peried
(188, 27 pertained to promotion matters, L? to training matters
ard 23 S0 Security violeticw. Twenty«five weckly activities
reports were preparsd and rutmitted, Ihe remaining 5L corresponde -
ence actions related to genersl persennel sdwinistretion matiers,
“sreantagewises
(1) 123 of the correspondence related to Seeurity metiere
(2) 26K of tha cerrespondence relsted to Training matters, snd
(3) 13% of the correspondence releted to Leskly bepsris
(L) k9% of the correspondence relsted Lo sther Parsonnel Malters
d. OFf ths total personnel sctisns for the verted (M0), 53 or 37% were

resssigoment actions, 25 or 1T¢ were uromotion actions and 2L er
173 wera resign:ition actions.
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Security’ Information

e. There sre 19 types of records meinte!ned in the “ection cerpriend
of 31 diffeyent filep. ! deseription of thase records ls given in
Tak O of this Fecorte It is indicited, end concurred im by WA
Admin persomnnel that the position inventory csrd (presently SP-T,
though Form OF=hb i more desirsable), when nopted with 21) pertine
ent personnel dsta and aypropristely flagced mey possibly replace
six or move of the sxisting recoris {¥orsonnel Actien Control, “ER
Log, Terzonuel iction Chrone, 1/ Record Bocks (3))e In addition
the cduplicsts locator Yile of #¥A FTerpomnel is belng disrensed with,
el the comtimmation of tie meintenance of ind’vidua' psreonnel
file folders will become unnecessary if the Pos®tion inventory
Pecord (Form SF 7 of (Felb) {8 bproperly rostede it was indlceted
that ths Personnel end Treining Gmetion is Lie wajor user of tnese
files, inasmuch sz the various Ursnches rely only on the official
Personnel Offiee rile. Purthsr study would, ne doubt, resmalt in e
more afficlent oparstion and s reduction in the mum. er of separste
files mainteined ap well #2 & reduction in the amount of time and
effort required to mainteln them,

fo Tt wep disclossd thet sn unkncown amount of personnel functions ere
performed in the frsnches in terms of prepsring cablee, dispatches
and wemorends on matiers of inquiry, pelioy interpretstion, persone
nel sdviee, and procedural instruction. & revirw of ecalle and dis-
pateh files of the Svision Secrrctariat mede by ¥ 4 Personnel st the
request of the undersi;ned, snd .ovaring the montis of June, July
snd lugust, revesled 71 diemetches and 57 cedles (total action 15§)
on persancel matiers origineted ‘n the Hranches. These figurss may

be conpared with 57 diepetches and 30 esblea orepared in the [N
25X1A h

o 'n adiition %0 the cable and diepatch wark losd carriad by the
Granches, ss indiceted in paragrsph f, above, other narsonnel work
performed in the Irsnches includes

25X1A

(1} Procursment of contrect spents.

(2) Prepsrstion of ‘untract Information snd checks lista.

25X1A

(L) Preparstion of Forme 51-1, Training ~equests.

Fer the perfommsnce of these Tunctione it wee imdiccted thet
the Hranches esll for the ffieial Personnel File Voldesrs rather
than uslng the tvisien Personnel files (o= parsgrsph 3 e above),
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he Individusl netices of pending imegreds promotlon setions are pree
pared from the rass name trance'tts) regelved from Mersoans) Gffice.
These notices are trengrittet to the Sranches for anprovwsl and
angunted to 76 furing the three momth neriod « June, July, fugust,
1953s Thie would appesr 1o ‘e &n unnecrsssry glerica’ routine in
thet the rass list could e routed to or ~and cerried to sseh
hrenciy, Umle eliminating the € oing ool tandling of seperste mero-
rends notices.

Lo M n TIETANG,

s8¢ Tt ir bdelieved that the personns’ Cuncticng £ the 3/ Lipin Staff
can be sdsquately accomplisned with siv sersine =s Lhe T/9 prercntly
proviixr “or, snd Jdiscontirming the use of two ssslgned personnel
from iraneh fisld i/9's. Pests for thie conclusions

{1) The Brerehes already propare more eo Yo snd 4 speteies than
25X1A the and could nossibly assume
more. I addilion Lhe Brencheg alse psrform other nersonnel

fanctionn,

{?) The records svstems are more pumerous snd {nvol ed than would
apperr L0 be necessRTY.

(3) The In=irasde Promotion Hotice corressondence nr.cedure indicated
in paragraph 3 h is unnecesssry.

(L) Ine individusl {n the erramnsl and freining Officer slot is
spending the meloy portion of hie Lime performing Tegurity
Ufficer functions w!th the sclusrl Training ffierr functions
veing performad by sn sssi,nes from & Srenon fleld §/i e with
soprepriate delegation 2f aecurlty respongiiility te Sraneh
Segurity Officers the rrecorstion of 4.ty rosters snd the come
‘uet of security vielstion inveetigstions should not require
the mplor vortion of & rersonnsl ~Cfienr's time,

(5) The Thief of adrin/¥2 and uls Jeruty heve “ersonnsl Uffice
baekgrounds snd oen rrovide adeguate profeesions) juldence in
imoroving the activities snd orerstions of the Perronns! spnd
Iraining “ection. It is urderstood the Uepubly hi!f Adein/¥a,
w0 hes only been in the 1vision stout & mouth, will devnte
primsry ettemtion Lo improvemsmt rrd edelnietration ~f the
Parsonne) funct’one.

te Corparisen of "ersomne) Autise verforme: in the ‘reaches »nd in the
“ermonnel eand {rsining Tection, snd the sprerent inconsistencies
tetwaen sctuel duties of the personnel und its tiilez snd credes of
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Security JAtormation

the slote octupied indicates the need for a comylete classifloation
25X1A sudit of th

The pressnt procesdures sngd records of the m 25X1A
sre sunecwsdarily invelved, and im=edinte atiention

@ glven to improvemunt.

25X1A

de In the absence of clear cut delesations of suthority snd Tormelly
vreseriiad functions of decerdrslined pergonnel offiews in the /P
area divisicng the personnel Tunctions indieabed in Teh | sprear te
be rreperly placed orgpsnisationslly.

se There appears to te » eong deretle arount of {atermsl corresiondence
which could Le reduced by persen o cerson ecooprdinetion. ite 188
memoranda Prepered duripg = Lhres rovtu period, including such iteme
ae 25 weekly activities reporte »¢ wel' ag tus procedurs “or s rove
ing Inegrade promoctions sre =xsr-ples of arese capsble of incrovement.

9 i R N ATy g SR e
He BT EET R TTOR o

25X1A a. That the 1T/0 o

25X9 ne mere then
ssnl:ning of varsoane
econt!i nued,

H A e 1imited to
and the praetice of douile slotting and
to the “action on & full time basig Le d pe

be That the functions outlined in Teb ¥ be temstively recognined es
propexly placed organisetions)ly in an Ares Hvision.

te That & eompletae elareifiostion sudit ke mode o the Personns) and
Treining fsetion, WA,

d. That effort bLe scoelersbed towsrd the object ve of perfection of the
records systeme of the Section with & visw toward consolidatien,
slimination snd proecdural improvesent.

e Ihat conmiderstion be given towerd the eventual eliminst on of the
individusl personna) files,

fo That Form Fehb be uzed in liew of TF=7 for Pesition Inventory
: Fecords,

6o COUIIHITION. Comments and concurrcnee of the “nief, AJ<IH, K4 are
contained in the memorandum stisched ss Tk ¥,

Lewlstent Mensgmment (ffiger, D/A
(For Clendestine Services)
«5 -
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Secyfity Information

lechnicel ‘dvisors 25X1 A9a

Plans Fepedteh end Developwent “teff

vergommel Office, NN/A 25X1A9a

Pergsonnel Plucemant fficer
Personnel Office, /A

ABPROVUD
R

we Ls PLET

Mansgement Officer, /A

Attachments
Tabs A thmu F
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